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ICAPS Piles

1. A1) current workin: papers of TCA™ of both an administrative and func-
tional naturs are Mlsd in folders arrsnced in alphebetical sequence by subject.

2. In addition, & file of insctive working pepers of the old Central Flan-
ning Staff sre retained in ICAPS. Little, if amy, reference is made to those
folders.

3. Imtelligence studiss and lnbelligence information recsived inte ITAPS
for referenva purpokes are arranzed =lphabetically by title of the study. Little
use is made of this file,

4. Al sdminiptretive issuances are filed in looseleaf binders by elther
chronologiocel or numericel sequence. Frequent reference iz mede to these hooks.

6. Approximately 98% of all filimg sctivity in ICAPS revolves sround the
eurrent.gubject file which contains 121 felders. The sotivity required to main-
tain le involves:

e. Reading the paper to be filed to determine from comtent in which eof
the subjegt folders it should ba filed. If noms is appliceble, determine
spprepriste dssoriptive title for = new lolder.

be Attaching the osaper ir the aporopriate file.

c. Locating =pecific pupera within the files frem an orsl request.

4, Pulling a subject file for cherge-out to sn ICAPS staff member.
(The complete file is more (reguently ealled for than individual papers).

6. The subjeot file civides rouhly into two categorlies:
2. Dayeto=day administrative reeords.

b. I0APS working folders on eurremt projeots. (¥o formel project zystem
exists, but informel project ssdigrments are made by Chief of ICAPS).

7.%hile the filing system

sr £8 &0 of the utmost simpliecity, diffiovlities
and errors ocour for the follow

Nng ranscns :

a. The scope of 1CAPS activities transeends CIG and departmental lines.
The file clerk must be able to identify and differentiste between subjects
embrasing pelicy and interrelntionchins smons several depsrtments enc thelr
dPgegi=ational subdl visions.
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be Yo standari nomenclature has been developed for the activities in
which ICAPS participetssz., Thus, the same paper mey be referred to by
several different titles., I!mless the file olerk is fully econversant with
the details of 21} scetivitise, she finds it difficult to file and te
locats pmpers.

o. The subject mattemfin which ICASS is interested iff of sueh s tech-
nienl and complex nature $iat it is difficult for the averags clerieal
employes to understand the content of the pspers under his flling juris-
dietion. '

d. Ths relsiionships bhotween wvarious subjects are so intertwined that
1t is diffioult to determine whieh subject folder 1is involved, e, :., basic
intelligence, static intellipence, geographis intelligence, current intsl-
1igence.

e. The file olerk is ziven mo guldance by the professional steffl as
to how a paper should be filed or ar to what subject headings sheuld be
assigned to the folders.

f. The papers have not been adsquately cross-referenced.

g Yo systematic breatdewn ef subjects is employed for dividing the
folder when bulk renders it umwieldy.
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REMARKS :

~ Attached i report of a survey nade, at your suggeution,
ol the ICAPS files, It confirms our statement that the
£11ing system is not a complex one and that our problem is

one of peraonnol.
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